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The basic intent of this degree paper is to illustrate 
that human resource management at Atlanta University is frag¬ 
mented. Foremost, an attempt is made to illustrate that there 
is a need for and value in establishing a centralized personnel 
unit or office in the University. 
The research techniques utilized in the study included 
interviews with the provost, deans of the five schools, and the 
administering of a questionnaire to a random sample of the sev¬ 
eral categories of personnel at the University. Also, select¬ 
ed materials from the College and University Personnel Associa¬ 
tion Journal along with books and periodicals addressing human 
resource management in other types of organizations were ana¬ 
lyzed and reviewed to illustrate the similarities in personnel 
management both within and external to the collegiate setting. 
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I. INTRODUCTION 
The effective utilization of human resources should be 
the primary concern of any organization that employs people. 
According to Robert Desatnick the essential aspects of human 
resource management are: recruitment, utilization, motivation, 
development, compensation, and retention.-*- These essential 
aspects of human resource management play an integral role in 
the success of an organization's policies, practices, and pro¬ 
grams . On the other hand, the significant changes in fringe 
benefit plans, personnel records, and federal and state laws 
play a critical role in the managing of an organization's 
human resources. 
How well an organization functions depends largely on 
its employees. The recruitment of the best possible candidates 
requires both organizational planning and manpower planning. 
Employees in today's workforce are highly sophisticated and 
are constantly looking for ways to contribute to the organi¬ 
zation. Therefore, it is very important that the organization's 
climate be conducive to individual and career development. As 
Abraham Maslow has suggested, the need for self actualization 
is the most important of our human needs. 
^"Robert Desatnick, Innovative Human Reource Management, 
(New York: American Management Association, Inc. , 19 72) , p . 1. 
1 
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The achievement of an organization's goals and objec¬ 
tives whether they are increasing or remaining constant depends 
a great deal on the effective utilization of its personnel. 
The manager utilizes his resources by matching up manpower 
availability and current anticipated needs with regard to new 
markets, new technology, changing business conditions, and gov- 
o 
emmental and labor relations." 
The motivation of an organization's human resources 
can be deeply affected by good and bad management. According 
to Frederick Herzberg the opposite of job satisfaction is not 
job dissatisfaction but no satisfaction at all. Herzberg con¬ 
tends that such factors as achievement, recognition of achieve¬ 
ment, work itself, and responsibility are satisfiers. The dis- 
satisfiers or hygiene factors are salary, status, and the phy¬ 
sical environment. On the other hand, Douglas McGregor contends 
that people are not basically lazy and must be coerced and con¬ 
trolled but, they are self directed and creative. His theory Y 
fostered the idea of delegation of responsibility and good com¬ 
munication between the superior and the subordinate. 
Once an organization has recruited good personnel, uti¬ 
lized them in the proper manner, and motivated them, the organi¬ 
zation must then develop their talents and capabilities. Accord 
ing to Russell Peters, "the most promising human resources avail 
^Ibid., p. 5. 
3 
able to any organization is the human manpower it already em- 
3 
ploys. 
The compensation plan of an organization must provide 
salary rates that will attract and retain capable employees. 
This is best achieved through a position classification system 
that determines the worth of one job, as compared to another. 
Variation in pay should be based on the "difference in the dif¬ 
ficulty, responsibility, and qualification requirements of the 
work."^ Other important factors involved in a compensation plan 
are market trends, cost of living, budget constraints, promotion, 
transfer, and demotion. 
The retaining of employees begins from the initial re¬ 
cruitment contact, through hiring, orientation, and induction. 
Once employees have been inducted and trained for specific posi¬ 
tions they must not be left to sink or swim. This inevitably 
leads to a "waste of human assets and almost insures a relative¬ 
ly high turnover rate."^ 
According to many researchers in the field of human 
resource management, a foremost common element to contend with 
is the increasing amount of social legislation facing organi¬ 
zations. Today there are laws that govern and influence the 
^Russell Peters, "Human Resource Development: The Key to 
an Effective Staff Development Program for Office Workers at 
Tuskegee Institute," CUPA Journal (October/November 1974): 68-70. 
^United States Office of Personnel Management, Manager's 
Handbook, (Washington, D. C.: U. S. Government Printing Office. 
1981), p. 41. 
^Desatnick, p. 25. 
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recruitment, selection, compensation, working hours and con¬ 
ditions of employees. For example, the Equal Employement Oppor¬ 
tunity Act of 1972 requires both public and private organiza¬ 
tions to establish training and educational programs to pro¬ 
mote the upward mobility of employees in low level-jobs.^ 
The principal agent in any organization--industrial, 
governmental, or educational--that can assure an effective 
human resource management system is a purposeful program of 
personnel administration. A program of purposeful personnel 
administration can be best achieved through a centralized per¬ 
sonnel unit or office. 
Based on the premise that Atlanta University lacks cen¬ 
tralized direction in its personnel administration this paper 
attempts to illustrate that: 
1) human resource management at the University 
is fragmented; 
2) there is a need for and a value in establish¬ 
ing a centralized personnel unit or office in 
the University. 
^elix A. Nigro and Lloyd G. Nigro, The New Public Per- 
sonnel Administration. (Itasca: F. E. Peacock Publishers Inc 
1976), p. 102. 
II. PROBLEM AND ITS SETTING 
Background of the Institution. 
Atlanta University, a private coeducational institution 
established in 1865 and chartered in 1867, is the "oldest grad¬ 
uate institution in the nation serving a predominantly African- 
American student body."^ The University is the graduate insti¬ 
tution of the six institutions (Morehouse, Spelman, Clark, Morris 
Brown, and Interdenominational Theological Center) within the 
Atlanta University Center. The University is comprised of five 
graduate and professional schools: the School of Business Ad¬ 
ministration, the School of Education, the School of Library 
and Information Studies, the School of Social Work, and the 
School of Arts and Sciences which embodies thirteen departments. 
Scholars, teachers, and graduates of Atlanta University such as 
William E. B. DuBois, James Weldon Johnson, and Hylan Lewis have 
made the University well known both in and out the world of 
academe.8 
Atlanta University is governed by a board of thirty 
trustees of which twenty-nine are self perpetuating members. 
The president of the University serves as an ex officio member 
of the board. The University has a personnel force of approxi- 
^The Atlanta University, The Atlanta University: General 
Catalog 1981-82, (Atlanta: The Atlanta University, 1981) , p"! ST 
8 lb i d. 
5 
6 
mately 293 employees. The categories of personnel are "execu¬ 
tive and managerial, faculty, professional, technical, clerical, 
9 
service, and craft." 
Statement of the Problem. 
As an Intern, the writer served as a graduate assistant 
for Dr. James T. Jones, Chairman of the Classified Personnel 
Policies Committee, at Atlanta University. Two principal goals 
of the committee are: 
(1) to revise current personnel policies 
and procedures governing managerial 
and classified personnel; 
(2) to ensure that the University is in 
line with current trends in collegiate 
personnel management. 
In the writer's review and analysis of the University's 
personnel policies it was discovered that the University lacked 
centralized direction in the administration of its personnel. 
This lack of centralization can be greatly attributed to the 
fact that the University does not have a personnel office. Fur¬ 
thermore, there is no evidence of there being a personnel unit 
or office in the University's 116 year history. Clarence 
Bacote, the former historian of the University, makes no mention 
of a personnel office in his book, The Story of Atlanta Univer- 
sity: A Century of Service 1865-1965.. Furthermore, a member of 
^The Atlanta University, Policies of the Board of Trus¬ 
tees 1980-81, (Atlanta: The Atlanta University, 1980) , pp. 2-16. 
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the University's board of trustees stated that the University 
has never had a personnel office to her knowledge.10 on the 
other hand, it should be acknowledged that the Business Office 
did handle personnel matters for nonacademic employees begin¬ 
ning in the late 1950s. Also, it should be acknowledged 
that the University is presently engaged in revising personnel 
policies for all categories of employees. Meanwhile, the poli¬ 
cies adopted by the Board of Trustees serve as the governing 
instrument for personnel matters. 
Historically, the personnel function in colleges and 
universities has been divided among the "academic vice presi¬ 
dent, financial vice president, and administrative vice presi¬ 
dent. This traditional executive role of the university 
structure continues to some degree at Atlanta University. Pre¬ 
sently, the personnel function at the University is divided 
among several officiers--the president, provost, vice presi¬ 
dents, deans, department heads, payroll officier, etc. The 
self studies performed by the five schools during the 1970s 
vividly document this lack of centralization of the personnel 
function. For example, in the School of Library Services it is 
dean's responsibility to maintain personnel files on the fac¬ 
ulty and staff. On the other hand, when vacancies occur 
^Interview with Lucy Grisby, Trustee of Atlanta Uni¬ 
versity, Atlanta, Georgia, 14 December 1981. 
^Anthony D. Birch, "Combining University Personnel Func¬ 
tion," CUPA Journal (October 1974), p. 46. 
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in the School of Arts and Sciences it is the sole responsibi¬ 
lity of the department heads to initiate the search for quali¬ 
fied candidates. In the School of Business Administration pro¬ 
spective faculty members are interviewed by the dean, faculty, 
students, vice president of academic affairs, and the presi¬ 
dent . 
This decentralized approach to personnel administration 
at Atlanta University has lead to several human resource manage¬ 
ment problems. First, the additional responsibility of per¬ 
sonnel management is an undesirable task for many responsible 
parties. Second, many responsible parties do not have a tech¬ 
nical knowledge of personnel administration nor do they have 
sufficient time to devote to the essential aspect of human re¬ 
source management (i.e. recruitment, utilization, motivation, 
development, compensation, and retention). Third, and foremost 
this decentralized approach has lead to a lack of standardiza¬ 
tion in the University's personnel policies and procedures. 
In recognition of these problems, the writer contends 
that the University's human resources are not being effectively 
utilized. Furthermore, the writer contends that the University's 
administrators have not availed themselves of the vast amount of 
literature relating to personnel management both within and ex¬ 
ternal to the collegiate setting. Foremost, the writer contends 
that the University cannot claim that it lacks sound personnel 
management because of fiscal constraints, since the practice of 
sound personnel management is in itself cost-effective. 
III. ANALYTICAL APPROACH 
The research techniques used to measure the effective 
utilization of human resources at Atlanta University were in¬ 
terviews, a questionnaire, and a review of relevant literature 
as it relates to human resource management both within and ex¬ 
ternal to the collegiate setting. 
The provost of the University, along with the deans 
of the Schools of Arts and Sciences, Eusiness Administration, 
Education, Library and Information Studies, and Social Work 
were interviewed on areas that ranged from recruitment to eval¬ 
uation of subordinates. The questions utilized in the inter¬ 
view were open ended (i.e. the respondents provided his/her 
own answers to the questions). 
Earl R. Babbie cited in his book The Practice of 
Social Research that self-administered questionnaires (ques¬ 
tionnaires given to respondents for completion) are more ap¬ 
propriate in dealing with sensitive issues because they give 
respondents the opportunity to be anonymous. Therefore, a self- 
administered questionnaire was utilized. The questionnaire 
was divided into four areas: (1) employment policies, (2) employ 
ee benefits, (3) health and safety, and (4) general information. 
To assure that every employee of Atlanta University's personnel 
(population) bad an equal and independent chance of being select 
Q 
10 
ed, a table of random numbers was used. To ensure that the 
faculty, staff, and administration were represented propor¬ 
tionally in the sample, a stratified sample was utilized. That 
is, instead of selecting the sample from the total population 
at large, appropriate numbers of elements were drawn from the 
homogeneous subsets of the population.12 The quantitative tech¬ 
nique utilized in the analysis of the questionnaire was the 
Statistical Package for Social Science (SPSS). SPSS is an 
integrated system of computer programs that was designed to 
analyze social science data.13 
The foremost contributor to the study of college per¬ 
sonnel administration has been the College and University Per¬ 
sonnel Association (CUPA). Selected materials from the CUPA 
Journal, along with books and periodicals addressing human re¬ 
source management were analyzed and reviewed to illustrate the 
similarities in human resource management both within and ex¬ 
ternal to the collegiate setting. 
13 Earl Ps.. Babbie, The Practice of Social Research (Bel¬ 
mont: Wadsworth Publishing Company, Inc., 1979), pp. 179-180. 
l^Norman H. Nie et al., SPSS. 2d ed., (New York: McGraw 
Hill, Inc., 1975), p. 1. 
IV. REVIEW OF LITERATURE 
Carl Parker contends that ’’personnel management as an 
area of college administration is somewhat a newcomer in the 
administrative hierarchy." ^ As a result, personnel management 
as it relates to colleges and universities has long been a neg¬ 
lected field of study. However, in 1947 the College and Uni¬ 
versity Personnel Association (CUPA) was organized to address 
personnel issues in colleges and universities. The journal pub¬ 
lished by CUPA provides current professional information for per¬ 
sonnel administrators in higher education. For those colleges 
and universities that contend that they lack sound personnel poli¬ 
cies because of a lack of guidelines, need only to avail themsel¬ 
ves of the CUPA Journal. 
However, some institutions contend that they lack sound 
personnel policies because of fiscal constraints. This claim is 
more frequently heard from small institutions than large insti¬ 
tutions. This point was vividly illustrated in a survey conduct¬ 
ed by CUPA in 1958 in which it was indicated that "generally 
colleges cannot afford a full time professional personnel person 
■^Carl F. Parker, "Defining Major Functions of Personnel 
Management in the Small Privately-Supported Colleges," CUPA Jour¬ 
nal (August 1971), p. 54. 
11 
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until enrollment reaches 3,000 to 3,500 students; concomitant¬ 
ly, the staff personnel population reaches approximately 150 per- 
scns."^ However, Charles Harkness contends that "there are no 
' cutting points' in personnel administration; the principle of 
sound personnel administration are as applicable to a workforce 
of two persons as they are to a staff of 1,000 persons."^ 
Harold Herman reiterated this point by stating that "not every 
college is so large that it can afford a separate personnel de¬ 
partment ; at the same time no college is so small that good 
17 personnel practice is not of vital importance." 
Without question, college administrators have gradually 
become "aware of the importance of the role of personnel admini- 
18 
stration in university management." Several factors and forces 
over the past twenty years have led to this increased awareness 
by college administrators. A 1978 study comparing the responsi¬ 
bilities and duties of college and university personnel directors 
in 1970 with those in 1977 indicates that personnel directors 
19 are more involved in personnel activities today than in 1970. 
Charles Harkness, College Staff Personnel Administra¬ 
tion (Urbana: CUPA, 1965) p. 3. 
■^Ibid. , p. 24. 
•'■'Parker, p. 56. 
■'■^Birch, p. 46. 
Randy Boxx and D. L. Howell, "Duties and Responsi¬ 
bilities of the Campus Personnel Director: 1970 vs 1977,” CUPA 
Journal (Spring 1978), p. 18. 
13 
This increased involvement is attributed to federal regulations 
and labor relations. That is, the significant changes in fringe 
benefit plans, personnel records, and state and federal laws 
have drastically changed the personnel function. Prior to 1966, 
the personnel policies and practices in institutions of higher 
education were considered the prerogatives of their own govem- 
ing boards and administrators. In other words, they were not 
subject to federal standards or review. According to Laveme 
Knodle: 
Federal action usually reflects social and economic 
concerns of the times. One reason for federal in¬ 
volvement in colleges and universities is the tre¬ 
mendous financial support it has committed to high¬ 
er education.^1 
This point is not new to us since it applies to any organi¬ 
zation (private or public) that receives federal monies. 
Social legislation such as the Equal Employment Oppor¬ 
tunity Act, the Occupational Safety and Health Act, the Employ¬ 
ment Retirement Income Securities Act, and many more have al¬ 
tered the nature of personnel management in colleges and uni¬ 
versities. Consequently, this increase in social legislation 
will require college personnel administrators to "acquire a 
greater level of expertise in all areas of personnel admini- 
stration than ever before." Moreover, this expanding Gon- 
20 Laveme L. Knodle, "Federal Involvement in College 
and University Personnel Administration," CUPA Journal (May 1971), 
p. 92. 
21Ibid. 
22Ibid., p. 98. 
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cem for human resources will call for an increasingly ' strate¬ 
gic role for personnel administrators in the college hier¬ 
archy." 2 3 
A CUPA's survey in 1958 indicated that the centraliza¬ 
tion of personnel functions is important. The survey was con¬ 
ducted in two parts and most of the participating institutions 
were members of CUPA. Part I of the survey addressed personnel 
policies and practices as they applied to staffs, and was com¬ 
piled from information supplied by 143 institutions. Part II 
addressed personnel policies and practices as they applied to 
faculties and was compiled from information supplied by 124 in¬ 
stitutions . 
In Part I of the survey over 71 percent of the 139 re¬ 
sponding institutions stated that they had a centralized per¬ 
sonnel unit for the handling of personnel matters for nonacadem¬ 
ic employees.34 And in Part II of the survey over 91 percent 
of 123 responding institutions stated that they had a centra¬ 
lized office or offices for the handling of retirement, insur¬ 
ance, and payroll questions for the academic staff.35 
' Many writers in higher education have fervently advo¬ 
cated centralization of personnel administration in colleges 
23Ibid. 
^College and University Personnel Association, Person- 
nel Practices in Colleges and Universities: Faculty and Staff 
Campaign : CUPA, 1958), p. 4. L ’ 
23 Ibid. 
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and universities. For example, Donald Dickason stated that: 
No matter how small the institution or how few its 
employees, the responsibility for it employee rela¬ 
tions should be centered in a single administrative 
officier. This statement is categorical and is so 
intended.^6 
Without question the decentralization of personnel functions 
only creates "dual bosses or reporting responsibilities for the 
administrators . . . . 
The content and function of personnel administration 
in any organization is as important as the location of the per¬ 
sonnel unit. Most researchers agree that there are fundamental 
personnel functions. Linda A. Rowe states that "the personnel 
function can be divided. .. into four sub functions - employment, com¬ 
pensation, employee relations, and training- all of which contri¬ 
bute in a real way to the management of people at work."^ For 
the purpose of developing a successful personnel program in a 
small college, Parker points out that the following functions 
are essential: 
1. Securing the best qualified persons for the 
required j obs. 
2. Retaining these persons through proper classi¬ 
fication pay, and promotional opportunities. 
3. Developing these employees to the fullest pos¬ 
sible extent. 
4. Building morale of employees through a program 
of benefits and proper pay scales as well as 
through involvement in institutional matters.29 
O f. 
^°Harkness, p. 16. 
^Birch, p. 48. 
2 8 Linda A. Rowe, Personnel Management for the Smaller 
Company, (New York: AMACOM, 1979) . p~! 47 
29 Parker, p. 56. 
16 
Securing qualified personnel can be best attained 
through an effective recruitment program. In any organiza¬ 
tion recruitment should be both external and internal. Al¬ 
though recruitment policies will vary considerably from one 
organization to another, two points should be remembered both 
in and out of the collegiate setting: 
1. Recruit from within whenever there are employees 
OQ 
with the "necessary and required qualifitions." 
2. Recruit externally when there is a stagnation of 
new ideas. 
The objective of position classification in any organi¬ 
zation should be to "lay the foundation for equitable treat¬ 
ment of employees by accurate definition, orderly arrangement 
31 
and fair evaluation of positions." Market trends, cost of 
living indexes, and budget constraints should also be consi¬ 
dered in the classification process. Foremost, an organiza¬ 
tion should realize that it is in competition with other organi¬ 
zations for the same qualified employees. 
Since human resources are an educational institution's 
most valuable asset, human resource development should be ex¬ 
tremely important. Parker looks at the development of colleges 
and universities' personnel from a holistic perspective and 
30 Andrew F. Sikula, Personnel Administration and Human 
Resource Management (Santa Barbara: John Wiley & Sons, Inc.. 
1976)I p. 183. 
31 Barnard H. Baum, "Getting Caught in the Middle on 
Classification Decisions," in People in Public Service, eds., 
Robert T. Golembiewski and Michael Cohen, (Itasca : ËË E. Pea¬ 
cock Publishers, Inc., 1976), p. 107. 
17 
asserts that development begins at the initial orientation. 
Therefore, he espoused that the initial orientation should 
include : 
1. History of the institution. 
2. The mission of the College, its purposes, etc. 
3. Statement of personnel policies of the College 
including employee handbook, etc. 
4. Employee activities, service benefits--including 
vacation leaves, sick leaves, office hours, etc. 
5. The nature of the job-position description, work 
hours, coffee breaks, pay scales, etc. ^ 
The motivating and building of employees' morale can 
no longer be solely based on financial rewards. According to 
Mas low, man is motivated by internal forces that are hierar¬ 
chical in nature. Man elevates up this hierarchical structure 
from the basic needs (food, clothing, and shelter) toward the 
need of self actualization (achievement, leadership, etc.). 
For example, in a collegiate setting faculty members satisfy 
their basic needs through a job-salary; the self actualiza¬ 
tion need is satisfied through peer recognition and advance¬ 
ment (See Exhibit 1). 
According to Herbert J. Chruden and Arthur W. Sherman, 
"there are certain basic processes to be performed general 
principles and rules to be observed, as well as tools, techni¬ 
ques , and methods to be utilized in the management of personnel 
O O 
in any organization....' Therefore, a look at human resource 
-^Parker, pp. 58-59. 
O O 
Herbert J. Chruden and Arthur W. Sherman, Personnel 







Source: Rita Dunn and Kenneth J. Dunn, Administrator’s Guide 
to New Programs for Faculty Management and Evaluation^ (West 
Nyack: Parker Publishing Company', Inc., 1977), p. 16. ’ 
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management outside of the collegiate setting to illustrate 
some of these similarities is important. 
Dale S. Beach asserts that the personnel department 
performs four roles: (1) policy initiation and formulation, 
(2) advice, (3) service, and (4) controlIn the policy 
initiation and formulation role the personnel department is 
actively involved in the creation of policies by surveying, 
"other companies to determine how they handle similar situa- 
3 5 
tions. In the advice role, the personnel department pre¬ 
pares and communicates "...reports and procedural guidelines 
for the interpretation and implementation of policy."3^ For 
example, the personnel department would issue explanatory 
statements regarding compliance with the Economic Recovery Act 
and the Occupational Safety and Health Act. "The service re¬ 
sponsibilities of the personnel department are apparent when 
one examines such things as the employment, training, and benefit 
»?3 7 functions. Within the employment function, the personnel de¬ 
partment recruits, interviews, and tests applicants. Finally, 
in the control role the personnel department,"monitors the per¬ 
formance of line and staff departments to insure that they con- 
lishing Company; , 1980) 
Ibid. 
36 Ibid. , p . 51. 
37 Ibid. 
20 
form to established personnel policy, procedures,and prac- 
M 38 tices. 
On the other hand, the key areas of personnel manage¬ 
ment in many companies' operating units are: 
-The overall staffing of the company, long and 
short term; 
-The overall effectiveness of the organization 
in terms of worker productivity, employee sa¬ 
tisfaction, and the competiveness of its in¬ 
centive and reward systems ; 
-The overall effectiveness of the company's 
effort to comply with the law, and to deal with 
government agencies, unions, and public inter¬ 
est groups in personnel-related matters.39 
This decentralized approach to personnel management in large 
companies illustrates that the personnel function is equally 
important to small subsections of the company. For instance, 
when the number of employees in a company is below 1,000 the 
company is more inclined to have a corporate personnel unit 
only (See Chart 1). However, decentralization of the person¬ 
nel function is utilized when an organization has over 1,000 
employees. 
The single most important change in personnel manage¬ 
ment in companies has been the increasing active role of gov¬ 
ernmental regulations.^0 According to a survey conducted by 
38Ibid. 
O Q j:7Allen R. Janger, The Personnel Function: Changing Ob¬ 
jectives and Organizations^ (New York : Conference Board Inc. 
1977) , P • Ü. 
40 Ibid., p. i. 
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tions, (New York: Conference Board-, inc. , 1977) , p~. 55 ° 
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the Conference Board, an independent nonprofit business re¬ 
search organization, "well over 2/3 of 673 executives... regard 
government as a major force in personnel management over the 
past 10 years."4^ Furthermore, "the need to comply with govern¬ 
ment regulations, have gone far to change management thinking 
in many companies as to what the personnel function is all 
about. 1,42 As Exhibit 2 illustrates there are numerous legisla¬ 
tions affecting personnel management. 
According to Lawrence A. Klatt, Robert G. Murdick, and 
Fred E. Schuster "the managing of people requires a good under¬ 
standing of behavioral systems."42 Within this behavioral sys¬ 
tem you have the needs of the employees which affect motiva¬ 
tion. That is, "the dynamic force which actuates the indivi¬ 
dual is motivation."44 Chruden and Sherman reiterated this 
point stating: 
Job performance is dependent not only upon the abili¬ 
ties and skills of employees but also upon their mo¬ 
tivation. An understanding of the motivational pro¬ 
cess, including a recognition of the needs that indi¬ 
viduals have is essential for effective personnel 
management.^5 
* 
A behavioral system approach to human resource management is 
illustrated in Exhibit 3. 
42Ibid. 
42 Ibid. 
42Lawrence A. Klatt, Robert G. Murdick, and Fred E. 
Schuster, Human Resource Management: A Behavioral System Ap¬ 
proach (Homewood"! Richard D. Irwin, Inc. , ly 78) , p. 3Ü7 
44Ibid. 
4“*Chruden and Sherman, p. 318. 
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EXHIBIT 2 
SUMMARY OF LEGISLATION AFFECTING PERSONNEL MANAGEMENT 
Date Act 
Personnel Initially 
Function Legislation Passed 
Recruiting and 
selecting per- 
s onne 1 Civil Rights Act of 1964 1964 
Age Discrimination in Employment Act 1968 
Executive Order 11,246 1970 
Fair Credit Reporting Act 1970 
Federal Rehabilitation Act 1973 
Privacy Act 1974 
Compensation Davis-Bacon Act 1931 
Social Security Ac 1935 
Walsh-Healey Public Contracts Act 1936 
Fair Labor Standards Ac  1938 
Federal Equal Pay Act 1963 
Federal Wage Garnishment Law 1970 
Economic Stabilization Act 1970 
Employee Retirement Income 
Security Act 1974 
Working hours Walsh-Healey Public Contracts Act 1936 
Fair Labor Standard Act 1938 
Work environment Individual state workmen's 
compensation laws 
Occupational Safety and Health Act 1970 
Discharges Civil Rights Act 1964 
Age Discrimination in Employment Act 1968 
Individual state unemployment 
compensation systems 
Source: Lloyd Byars and Leslie Rue, Personnel Management,(Home- 
wood: R. D. Irwin Publishing Company, 1978) , 747 
EXHIBIT 3 





Just as motivation is important to human resource 
management so is career development. There are several cogent 
reasons why employers should establish career development pro¬ 
grams. Beach points out several: 
1. Employees, especially younger ones, express de¬ 
sires to obtain greater control over their own 
careers. They want greater job satisfaction and 
more career options. 
2. Rapid changes in technology, demographic changes, 
ups and downs in the economy, and changes in con¬ 
sumer demand can render obsolete the skills that 
employees in various occupations have acquired... 
3. By instituting career development programs in 
their organizations, management may reduce turn¬ 
over of employees caused by frustration of in¬ 
dividual career ambitions. 
4. Too often people are kept in jobs which they have 
outgrown or which are dead-end assignments. Per¬ 
formance is best when people are placed in jobs 
they like and which fit their ambitions. ° 
Wendell L. French stresses the importance of a formal counsel¬ 
ing program to employee development. The items most frequent¬ 
ly considered as subjects for counseling are: absenteeism, 
grievances, retirement, health problems, finances, family 
problems, and alcoholism.4^ On the other hand, Chruden and 
/ 
Sherman assert that employee development begins with the ori¬ 
entation process. They further espoused that the orientation 
/ 
process should not focus only on new employees but on all em¬ 
ployees since conditions are ever changing in an organization. 
46Beach, p. 320. 
4^Wendell L. French, The Personnel Management Process, 
(Boston: Houghton Mifflin Company, 1978) p. 363. 
26 
Dale Yoder contends that ’’manpower utilization in in¬ 
dustry should be as efficient as possible, that every possible 
step should be taken to improve it, in other words, 
. ..all modem societies are concerned with 
improving the effectiveness of manpower uti¬ 
lization. ’ In a large measure, that objec¬ 
tive coincides with the desire to develop 
and expand the personalities of employees, 
for the developmental process increases their 
usefulness and contribution. ^-9 
A "major objective of wage and salary programs is to 
keep employees content, to minimize quitting, and to reduce 
employee complaints and grievances due to inadequate or in¬ 
equitable wage rates."^0 Stacy Adams asserts that "every man 
expects to experience a certain relationship between his input- 
what he contributes to his job...-and his outcomes-what he re¬ 
ceives from his job in terms of pay and other rewards."51- 
However, if the outcomes do not conform with the employee's 
expectations "the employee is said to experience a feeling of 
inequity, which is commonly described by behavioral scientists 
as cognitive dissonance."52 y0 reduce dissonance the employ¬ 
ee might reduce his input which results in "greater absenteeism, 
^^Dale Yoder, Personnel Management and Industrial Re¬ 
lations , (New York: Prentice-Hall Inc., 1948) p~. 5T 
9-9 ibid. 
Beach, p. 559. 
^ "'"Stacy Adams, "Wage Inequities Productivity, and Work 
Quality," Industrial Relations, vol. 3, no. 1 (October 1963), 
P- 7- 52 
Chruden and Sherman, p. 522. 
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poorer workmanship, ...or a decline in initiative."^ 
Since the caliber of an organization's human resources 
determines its strengths and weaknesses the employment policies 
should be stable and carefully worked out. As Beach contends 
unformalized policies usually "evolved as practices over the 
course of many years." Without question formalized personnel 
policies serve as positive instruments in the shaping of a 
human resource management system. Foremost, formalized poli¬ 
cies "insure consistency of action throughout the entire or- 
.,54 ganization. 
As noted earlier, the effective utilization of human 
resources should be the primary concern of any organization 
that employs people. The vast amount of literature pertain¬ 
ing to human resource management points out that there are gener¬ 
al functions to be performed (i.e. recruitment, utilization, 
motivation, development, compensation, and retention) in all 
organizations whether they are industrial, governmental, or 
collegiate. Furthermore, the significant changes and prolif¬ 
eration of fringe benefit plans, personnel records, and fed¬ 
eral and state laws have drastically changed the personnel 
function in all organizations. As a result of these signi¬ 
ficant changes, organizations have had to require greater ex¬ 





P • 560. 
* 
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these environmental and internal factors have brought about a 
shift toward the centralization of the personnel function. 
V. ANALYISS OF THE RESPONSES TO THE INTERVIEWS 
AND QUESTIONNAIRE 
The analysis of the responses is divided into two 
parts. Part I is an analysis of the interviews with the deans 
of the five schools and provost of the University. Part II is 
an univariate and multivariate analysis of the tabulated re¬ 
sponses to the questionnaire. 
Part I. Analysis of the Interviews with the Deans 
of the Five Schools and the Provost. 
The deans' responses to the open ended questions var¬ 
ied in many instances; however, in many others they were of 
a consistent nature (See Appendix B for the questions). For 
example, four deans stated that the personnel policies of the 
University were enforced personally by them. On the other 
hand, one dean stated that the personnel policies were not 
clearly developed, understood, or administered. 
In regards to the evaluation of faculty and staff in 
each school, there is no University wide evaluation system. 
This is especially true for staff members since the responsi¬ 
bility for evaluating staff employees varied from one school 
to the other. However, the evaluation system utilized for fac 
ulty is more consistent. Two deans utilize the evaluation sys 
tern as established by the University Senate; whereas, the dean 
of another school utilizes a performance appraisal system. Th 
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evaluation system utilized in yet another school is based on 
three criteria: Cl) teaching, (2) research, and (3) public ser¬ 
vice with each criterion having a weighted value. A similar 
evaluation system is utilized by another of the schools, how¬ 
ever it allows for more flexibility by evaluating faculty on 
six criteria: (1) teaching, (2) research, (3) public service, 
(4) student advisement, (5) knowledge appraisal, and (6) special 
assignments. 
A majority of the deans concurred that the clerical 
staffs of their schools had the highest turnover. The reasons 
most commonly given by the deans were: (1) the University does 
not attract competent secretaries; (2) first job for many of 
the clerical personnel; (3) low pay; and (4) the University 
lacks upward mobility programs and career opportunities. 
There was general consensus that there is no formal ori¬ 
entation session for new staffs employees. However, there is 
an orientation session for new faculty members during the fall 
of each year. 
Foremost, all of the deans agreed that the University 
needs a personnel office. This unanimous agreement is based on 
the premises that a personnel office could: 
1. Serve as a central depository for personnel files; 
2. Serve as a central location for the handling of 
personnel matters such as recruiting, screening, 
and interviewing of applicants; 
Promote standardization of skills and qualifications 
for staff personnel; 
3. 
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4. Promote a higher quality of staff personnel; 
5. Promote upper mobility; 
6. Promote loyalty and measurably improve morale of 
all employees; 
7. Coordinate training, counseling, and career devel¬ 
opment programs ; 
8. Coordinate and monitor a unitary evaluation system 
for staff and faculty; 
9. Coordinate an advisement program on benefits (health 
and life insurance); 
10. Monitor and promote compliance with federal, state, 
and local laws affecting personnel management; 
11. Handle grievances and contracts; 
12. Give deans more time to dedicate to academic matters; 
13. Ward off employee burnout. 
According to the provost of the University you can al¬ 
ways justify a need for a personnel office. However, it is not 
the University's highest priority. On the other hand, the pro¬ 
vost indicated that he plays an important role in the administra¬ 
tion of personnel matters since he is the executive vice presi¬ 
dent. The provost also indicated that the president of the Uni¬ 
versity plays a limited role in personnel management. 
In regards to the evaluation of staff positions, the pro¬ 
vost indicated that the same evaluation form is used University 
wide; however, the evaluation .process varies because of the dif¬ 
ferent views of the supervisors. The provost further indicated 
that pre-employment tests given to clerical, service, and craft 
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employees are not standardized. Furthermore, he acknowledged 
that there is no formal orientation program for new staff mem¬ 
bers. However, new faculty members are provided with a formal 
orientation program. 
Although the provost stated that a personnel office was 
not a top priority of the University, he does believe the Uni¬ 
versity needs one. As the provost stated, a personnel office 
would help promote the full potential of the University's per¬ 
sonnel . 
Part IX. Analysis of Tabulated Responses to the Questionnaire. 
The questionnaire was randomly given to 133 employees, 
selected from The Atlanta University General Catalog 1981-82. 
To assure that the sample reflected a proportionate cross-sec¬ 
tion of the attitudes of the University's personnel a stratified 
sample was utilized. Faculty represented 52.6 percent (70), 
staff 46.6 percent (62), and administration .8 percent (1) of 
the University's personnel. Seventy-five employees participated 
in the survey reflecting a response rate of 56.3 percent. Table 1 
illustrates the frequency distribution of the respondents by 
positions: faculty 23 (30.7 percent), staff 51 (68 percent), and 
administration 1 (1.3 percent). Table 2 illustrates the frequency 
distribution of the respondents by position and school: staff- 
administration 52 (69.3 percent), Arts and Sciences 12 (16 per¬ 
cent), Business Administration 2 (2.7 percent), Education 2 (2.7 
percent), Social Work 1 (1.3 percent), Library and Information 
Studies 1 (1.3 percent), and Trevor Arnett Library 5 (6.7 per¬ 
cent). This breakdown reveals that the majority of the respon- 
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TABLE 1 













FACULTY. 23 30.7 30.7 30.7 
STAFF. 51 68.0 68.0 98. 7 
ADMINISTRATION 1 1. 3 1.3 100.0 
TOTAL 75 100.0 100.0 
VALID CASES 75 MISSING CASES 0 
TABLE 2 













STAFF-ADMIN. 52 69.3 69.3 69.3 
ARTS-SCI 12 16.0 16.0 85.3 
BUS.ADM 2 2.7 2.7 88.0 
EDUCATION 2 2.7 2.7 90.7 
SOC.WORK 1 1. 3 1. 3 92.0 
LIBRARY-INFO.STUD. 1 1.3 1.3 93.3 
TREVOR ARNETT 5 6.7 6.7 100.0 
TOTAL 75 100.0 100.0 
VALID CASES 75 MISSING CASES 0 
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dents were staff employees. 
The questionnaire was divided into four sections : 
(1) employment policies, (2) employee benefits and services, 
(3) health and safety, and (4) general information (See Appen¬ 
dix A for the Questionnaire). Each section revealed some note¬ 
worthy information and opinions about human resource management 
at Atlanta University. 
Employment Policies. The majority of the respondents 
(64.9 percent) indicated that they did have an employee hand¬ 
book. Also, a majority of the respondents (62.percent) indi¬ 
cated that they had a copy of the Board of Trustees' Policies. 
On the other hand, a majority of the respondents (77.1 percent) 
reported that the University does not have orientation sessions 
for new employees. And of those who indicated that the Univer¬ 
sity does have orientation sessions only 20 percent stated that 
they participated. However, a majority of the respondents (63.2 
percent) reported that they did not know the grievance procedures 
at the University. In regards to evaluation, a majority of the 
respondents (90.4 percent) indicated that they were evaluated. 
Eighty-eight percent of the respondents indicated that the eval¬ 
uation includes job performance; sixty-four percent indicated 
that the evaluation includes punctualness; and forty-eight per¬ 
cent indicated that it includes dress. Although many of the re¬ 
spondents indicated that they are evaluated, an alarming majority 
of the respondents (77.8 percent) do not know how step increases 
and promotions are granted. Foremost, 68.5 percent of the re¬ 
spondents reported that they did not know where the depository is 
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located for official personnel records. 
Employee Benefits and Services. Sixty-six percent of the 
respondents indicated that their employee benefits include an¬ 
nual leave; 86.7 percent indicated that their benefits include 
sick leave; 26.7 percent indicated that their benefits include 
educational leave; 85.3 percent indicated that their benefits in¬ 
clude paid holidays; 73.3 percent indicated that their benefits 
include life insurance; 85.3 percent indicated that their bene¬ 
fits include health.insurance; 60 percent indicated that their 
benefits include a retirement program; 40 percent indicated that 
their benefits include worker's compensation; 44 percent indi¬ 
cated that their benefits include unemployment compensation; and 
only 9 percent indicated that their benefits include tuition wai¬ 
vers . In regards to familarity with the policies that govern 
employees benefits, 61 percent of the respondents reported that 
they were not familar with benefit policies. An astonishing 
74.6 percent of the respondents stated that the University does 
not have a counseling program for troubled employees. As one 
staff employee commented, the secretarial pool is our counseling 
program. Although the Board of Trustees recognizes five employ¬ 
ee organizations, 26.7 percent of the respondents reported that 
the University does not have an employee organization. Of the 
respondents who indicated that the University does have an em¬ 
ployee organization, 17.3 percent reported that the organization 
addressed employee representation; 34.7 percent reported that 
the organization addressed grievances; and 6.3 percent reported 
that organization addressed working conditions. Seventy-five 
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percent of respondents stated that the University does not make 
adequate provisions for parking. 
Health and Safety. Over half of the respondents (58.3 
percent) reported that the University does not have health and 
safety policies and programs. Of those who indicated that the 
University does have health and safety policies and programs, 
only 8 percent indicated that they include training in fire 
prevention; 6.7 percent indicated that they include fire escape 
plans; and 2.7 percent indicated that they include disaster 
plans. However, 87.9 percent indicated that they have report¬ 
ed unsafe working conditions. 
General Information. A majority of the respondents(80.8 
percent) knew the University did not have a personnel office; 
however, 17.8 percent reported that the University does have 
a personnel office and 1.4 percent did not know. In regards 
to what functions should be performed by a personnel office 
the respondents indicated the following: recruitment 62.7 
percent; testing 62.7 percent; placement 70.7 percent; job 
classification 80 percent; training and educational programs 
60 percent; promotions and transfers 66.7 percent; grievances 
62.7 percent; employee benefits 70.7 percent; participation 
in disciplinary action 53.3 percent; and employee counseling 
73.3 percent. A majority of the respondents (90.1 percent) 
reported that they know how the department they work in func¬ 
tions and how it relates to the University as a whole. Never¬ 
theless, an astonishing 71.6 percent of the respondents indi¬ 
cated that the University is not promoting their full potential. 
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An even more noteworthy way of looking at the tabu¬ 
lated responses to the questionnaire is through multivariate 
analysis. Selected questions from the questionnaire were uti¬ 
lized to illustrate the significance of such an analysis. 
Of twenty-one respondents (29.2 percent) indicating 
that they did not know where the depository is for official 
personnel records, five (23.8 percent) were faculty, fifteen 
(71.4 percent) were staff, and 1 (4.8 percent) was administra¬ 
tion. However, fifty-one (70.8 percent) indicated that they 
did not know where the depository is located, of which 16 (31.4 
percent) were faculty, 35 (68.6 percent) were staff, and 0 (0 
percent) were administration. Table 3 illustrates this analy¬ 
sis and clearly reveals that employees are not aware of the 
location of the depository for official personnel records. 
Of twenty-eight respondents (38.9 percent) reporting 
that they were familiar with the employee benefits of the Uni¬ 
versity 10 (35.7 percent) were faculty, 17 (60.7 percent) were 
staff, and 1 (3.6 percent) were administration. On the other 
hand, 44 (61.1 percent) of the respondents reported that they 
were not familiar with the employee benefits, of which 11 (25 
percent) were faculty, 33 (75 percent) were staff, and 0 (0 per 
cent) were administration. As Table 4 illustrates a majority 
(66 percent) of the staff respondents are not familiar with em¬ 
ployees' benefits. Whereas, 52.4 percent of the faculty respon 
dents are not familiar with employees' benefits. 
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TABLE 3 
CROSSTABULATION OF QUESTION TEN BY POSITION 
( Do you know where the depository is for 
employees' official personnel records?) 
COUNT FACULTY STAFF ADMINIS ROW 
ROW PCT TRATION TOTAL 
COL PCT 1. 2 . 3. 
YES 1. 5 15 1 21 
23.8 71.4 4.8 29.2 
23.8 30.0 100.0 
NO 2 . 16 35 0 51 
31.4 68.6 0.0 70.8 
76.2 70.0 0.0 
COLUMN 21 56 1 72 
TOTAL 29.2 69.4 1.4 100.0 
NUMBER OF MISSING OBSERVATIONS = 3 
TABLE 4 
CROSSTABULATION OF QUESTION TWELVE BY POSITION 
(Are you familiar with the policies that govern 
employees' benefits?) 
COUNT 
ROW PCT FACULTY STAFF ADMINIS ROW 
COL PCT TRATION TOTAL 
1. 2 . 3 . 
YES 1. 10 17 1 28 
35.7 60.7 3.6 38.9 
47.6 34.0 100.0 
NO 2 . 11 33 0 
25.0 75.0 0.0 
52.9 68.0 0.0 
COLUMN 21 50 1 72 
TOTAL 29.2 69 .4 1.4 100.0 
NUMBER OF MISSING OBSERVATION = 3 
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In regards to the awareness of a personnel office at 
the University, 13 respondents (17.8 percent) indicated that 
the University did not have a personnel office, of which 6 
(46.2 percent) were faculty, and 7 (53.8 percent) were staff 
On the other hand, 59 (80.8 percent) of the respondents in¬ 
dicated that the University did not have a personnel office 
and 15 (25 percent) were faculty, 43 (72.9 percent) were 
staff, and 1 (1.7 percent) was administration. Table 5 il¬ 
lustrates that the staff is more aware of the fact that the 
University does not have a personnel office. 
Finally, in regards to the University promoting the 
potential of its employeees, 19 (28.4 percent) of the respon 
dents reported that the University was promoting their full 
potential, of which 8 (42.1 percent) were faculty, and 11 
(57.9 percent) were staff. However, an astonishing 48 (71.6 
percent) of the respondents stated that the University was 
not promoting their full potential as employees, of which 
10 (20.8 percent) were faculty and 38 (79.2 percent) were 
staff. Table 6 clearly illustrates that the employees feel 
that the University is not promoting their full potential. 
Appendix C presents the tabulated responses to the 
questionnaire in a table form. The responses to each ques¬ 
tion are given in absolute frequency, relative frequency, 
adjusted frequency, and cumulative frequency. 
In general, the responses to the items in the ques- 
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TABLE 5 
CROSSTABULATION OF QUESTION TWENTY BY POSITION 
(Does the University have a personnel office?) 
COUNT FACULTY STAFF ADMINIS ROW 
ROW PCT TRATION TOTAL 
COL PCT 1. 2 . 3. 
YES 1. 6 7 0 13 
46.2 53.8 0.0 17.8 
28.6 13.7 0.0 
NO 2 . 15 43 1 59 
25.4 72.9 1.7 80.8 
71.4 84.3 100.0 
DON'T KNOW 3. 0 1 0 1 
0.0 100.0 0.0 1.4 
0.0 2.0 0.0 
COLUMN 21 51 1 73 
TOTAL 28.8 69.9 1.4 100.0 
NUMBER OF MISSING OBSERVATION = 2 
TABLE 6 
CROSSTABULATION OF QUESTION TWENTY- THREE BY POSITION 
( Is the University promoting the full realization of 










YES 1. 8 11 19 
42.1 57.9 28.4 
44.4 22 .4 
NO 2 . 10 38 48 
20.8 79.2 71.6 
55.6 77.6 
COLUMN 18 49 67 
TOTAL 26.9 73.1 100.0 
NUMBER OF MISSING OBSERVATION = 8 
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tionnaire indicate a serious lack of the full utilization of 
human resources at the University. The responses also reveal¬ 
ed that there is a communication problem at the University. 
As a result, many employees lack adequate knowledge on infor¬ 
mation concerning personnel policies and procedures. Without 
question, one can conclude that once individuals are employed 
by the University they are left to sink or swim. 
* r-, 
rZ. 
VI. CONCLUSION AND RECOMMENDATIONS 
The responses to the questions raised in the interviews 
and questionnaire, along with the review of secondary data over¬ 
whelmingly illustrated that human resource management at Atlanta 
University is fragmented. As a result employees of the Univer¬ 
sity are not being utilized, developed, and compensated properly. 
Furthermore, avenues for advancement in many staff positions 
are clearly absent because there is no standardized job classi¬ 
fication system. On the other hand, employees are not knowled¬ 
geable about employment policies, employee benefits and ser¬ 
vices, and health and safety policies. However, the writer 
feels that this lack of knowledge does not reflect negligence 
on the part of employees but on the University. That is, the 
University is not actively communicating and providing the em¬ 
ployees with important information on personnel policies and 
procedures. 
In view of the fact that human resource management at 
Atlanta University is fragmented the writer suggests the follow¬ 
ing human resource objectives as viable guidelines. 
1. Reduce employee turnover. The first objective is 
to reduce employee turnover since the cost of turnover per em¬ 
ployee includes such things as: "rework, direct recruiting 
costs, training time, and loss of productivity during the train- 
42 
43 
ing period before average proficiency is reached.”55 This ob¬ 
jective may be achieved by utilizing the following aids: 
a. Develop new labor sources and more fully utilize 
present labor to attract a higher caliber of em¬ 
ployees ; . . . . 
b. Implement new formal orientation... training, and 
follow up procedures. 
c. Review -and, where appropriate, revise- pay rates, 
number of transfers of new employees, progression 
rate. 
d. Analyze turnover in terms of age, sex, martial 
status, citizenship, geographic location.... 
e. Develop a system of incentives for length of 
service with appropriate bonsuses at regular 
intervals.56 
2. Develop and implement a standardized job evaluation 
program. Since there is no formal job evaluation program some 
employees are overpaid while others are underpaid. Therefore, 
the following suggestions will be helpful in establishing a 
standardized job evaluation program: 
a. Prepare individual job description for each 
clearly identifiable and distinctively dif¬ 
ferent full-time job. 
b. Develop an appropriate job evaluation man¬ 
ual .... 
c. Conduct local wage surveys ... using common 
benchmark jobs to check the accuracy of 
the point evaluation and to establish a 
basis for a wage structure. 
d. Establish an appropriate wage structure 
with a sufficient number of wage rates 
and rate ranges to allow for wage growth 
with increasing proficiency.... 
e. Implement the new wage plan according to 
a predetermined time schedule. 
f. Communicate the new approach to all em¬ 
ployees before the start of the program 






3. Review and improve employee services. Since the 
survey indicated that there is employee dissatisfaction with 
such things as parking and employee benefits the following aids 
will be helpful: 
a. After investigating all complaints, determine 
where the best mileage can be obtained...for 
many dollars invested in employee activities 
and services. 
b. Reallocate available funds to those areas 
which have proved to be of most value... J58 
4. Establish a system for early identification of em¬ 
ployees' potential. Some aids in identifying employees' po¬ 
tential are: 
a. Ability to master new assignments quickly. 
b. Ability to obtain cooperation and assistance 
from those not responsible to him. 
c. Initiative„in assuming additional responsi¬ 
bilities . 
5. Improve communication with employees. An improve¬ 
ment in communication should help to enlist the full cooperation 
and support for all of the University's goals, objectives, and 
programs. The following aids will help in this communication 
process : 
a. Administer attitude surveys to determine the 
present levels and quality of communication... 
in such areas as job satisfaction, quality of 
supervision,.., compensation, group harmony, 
future opportunity, orientation.... 
-^Ibid. , pp . 43-44. 
5^Ibid. , p. 46 . 
45 
b. Each supervisor should meet with all his em¬ 
ployees in small groups at least once a month 
to share experiences, solve problems, and make 
general improvements. 
c. Written media should be developed, including 
bulletin boards, newsletters,..., employee bul¬ 
letins,..., policy and procedure manuals, and 
exhibits on employee benefits, safety, pro¬ 
ductivity,..., suggestions, and so on. 60 









Faculty, Staff, and Administration 
Marjorie Ann George 
Survey of Human Resource Management 
In partial fulfillment for the requirements for the 
degree of master of public administration I am researching the 
need for a personnel office at Atlanta University. One of the 
analytical approaches to this study is to survey faculty, staff, 
and administration on human resource management. To ensure that 
the faculty, staff, and administration are represented propor¬ 
tionally in the sample a stratified sample has been selected. 
You are a part of that sample. 
Your participation in this survey will be greatly ap¬ 
preciated. All respondents are asked to put their completed 
questionnaire in a sealed envelope and leave it with the admini¬ 
strative assistant or head secretary of your school or depart¬ 
ment by 2:30 p.m. on Friday, March 5, 1982. Thank you. 
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SURVEY OF HUMAN RESOURCES AT ATLANTA UNIVERSITY 
This questionnaire is being conducted to measure the effective use of 
human resources at Atlanta University. The results of this question¬ 
naire will be utilized in the development of a degree paper for a 
masters degree in public administration. All information will be 
confidential and in no way will an individual be identified with his/her 
responses to the items contained in this questionnaire. 
INSTRUCTIONS: Please do not sign your name. Use either a pen or 
pencil to complete the questionnaire. The questions may be answered by 
placing an X in the appropriate box(es). Space is available at the end 
of the questionnaire for your written comments. Your cooperation is 
deeply appreciated. Thank you. 
EMPLOYMENT POLICIES 
1. Do you have an employee handbook? 
( )Yes ( )No 
2. Do you have a copy of the Board of Trustees Policies? 
( )Yes ( )No 
3. Does the University have orientation sessions for new employees? 
( )Yes ( )No 
4. If yes, did you participate? 
( )Yes ( )No 
5. Do you know the grievance procedures at the University? 
( )Yes ( )No 
6. Are you evaluated? 
( )Yes ( )No 
7. If yes, how often are you evaluated? 
8. Does the evaluation include: 
( )job performance ( )personal conduct ( )punctualness ( )dress 
9. Do you know how step increases and promotions are granted at the 
University? 
( )Yes ( )No 
10. Do you know where the depository is for employees' official 
personnel records? 
( )Yes ( )No 
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EMPLOYEE BENEFITS AND SERVICES 
11. Do your benefits as an employee of the University include: 
( )annual leave ( )sick leave ( Educational leave 
( )paid holidays ( )1ife insurance ( )health insurance 
( )retirement program ( )worker's compensation 
( )unemployment compensation ( )tuition waiver 
12. Are you familiar with the policies that govern employees' benefits? 
( )Yes ( )No 
13. Do you feel that the University makes adequate provisions for 
faculty and staff parking? 
( )Yes ( )No 
14. Is there a counseling program for troubled employees? 
( )Yes ( )No 
15. Does the University have an employee organization? 
( )Yes ( )No 
16. If the University has an employee organization does it include: 
( Employee representation concerning wages ( )grievances 
( )working conditions 
HEALTH AND SAFETY 
17. Does the University have safety policies? 
( )Yes ( )No 
18. If yes, do they include: 
( )fire prevention and training ( )fire escape plans ( )diaster plan 
19. Do you report unsafe working conditions to your supervisor or 
department head? 
( )Yes ( )No 
GENERAL INFORMATION 
20. Does the University have a personnel office? 
( )Yes ( )No 
21. What functions should be performed by a personnel office? 
( )recruitment ( )testing ( )placement ( )job classification 
( )training and educational programs ( )promotions and transfers 
( )grievances ( Employee benefits ( )participation in disciplinary 
action 
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( )employee counseling 
22. Do you know how the department or unit you work in functions and 
how it relates to the University as a whole? 
( )Yes ( )No 
23. Is the University promoting the full realization of your potential 
as an employee? 




DEANS AND PROVOST 
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Interview Schedule: Deans of the Five Schools 
1. Are the personnel policies of the University enforced? By whom? 
2. Do you make job analyses? 
3. Does your evaluation include faculty and staff? 
4. What system of evaluation do you use? 
5. If an employee questions his evaluation, what system of appeal 
does he/she have? 
6. On what basis are promotions given? 
7. How do you fill vacancies for staff and faculty? 
8. Are professional journals and agencies used in recruiting? 
9. Do you recruit from within when possible? 
10. Are tests given for any position? 
11. Do you develop the tests? 
12. Do you have a written procedure for settling grievances? 
13. Which classes or groups of employees appear to have the highest 
turnover? 
14. What do you believe to be the most important reason for the 
turnover? 
15. How are step increases granted? 
16. Are staff employees granted rest periods or coffee breaks? 
17. Do you have orientation sessions for new faculty and staff? 
18. Does the orientation session acquaint the new employees with 
the benefits, privileges, and personnel policies of the 
University? 
19. Do you believe the University needs a personnel office? Why? 
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20. Do you believe the University needs a personnel department? 
21. Do you believe that a personnel department would promote the full 
potentials of the University's employees? 
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Interview Schedule: University's Provost 
1. Does the University have a personnel department? 
2. If yes, are the personnel administration functions centralized? 
3. What is your function in managing personnel services at the 
University? 
4. What percentage of your time do you devote to these personnel 
responsibilities? 
5. Who else shares personnel administration responsibilities at the 
University? 
6. To whom do these people report? 
7. Does the President have any personnel responsibilities? If yes, 
what are they? 
8. Are the personnel policies of the University distributed to 
employees? 
9. Is the employees' handbook and the Board of Trustee Policies one 
in the same? 
10. How often are jobs reviewed? 
11. Are there standard procedures for the evaluation of employees at 
the University? 
12. Who must approve job evaluations? 
13. Are agencies or professional journals used in recruiting? 
14. Do you have formal policies on recruiting and employment which 
are available to all personnel? 
15. Are pre-employment tests given to any employees? If yes, by whom? 
16. Who develops the pre-employment tests? 
17. Does the University provide a formal orientation program for new 
employees? 
18. Which classes or groups of employees appear to have the highest 
turnover rate? 
19. Has the Wage and Hours Division of the Department of Labor made 
any investigations of the University? 
APPENDIX C 




1. Do you have an employee handbook? 
RELATIVE ADJUSTED CUM 
ABSOLUTE FREO FREO FREO 
CATEGORY LABEL FREO ( PCT ) (PCT) (PCT) 
YES 48 64.0 64.9 64.9 
NO 26 34.7 35.1 100.0 
1 1.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
2. Do you have a copy of the Board of Trustees Policies ? 
RELATIVE ADJUSTED CUM 
ABSOLUTE FREO FREO FREO 
CATEGORY LABEL FREO (PCT) (PCT) (PCT) 
YES 44 58.7 b2.0 62.0 
NO 2 7 36.0 38.0 100.0 
4 5.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
Does the University have 
Employees? 













YES 14 18.7 20.0 20.0 
NO 54 72.0 77.1 97.1 
2 2.7 2.9 100.0 
5 6.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
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YES 9 12.0 50.0 50.0 
NO 9 12.0 50.0 100.0 
57 76.0 MISSING 100.0 
TOTAL* 75 100.0 100.0 













YES 25 33.3 36.8 36.8 
NO 43 57.3 63.2 100.0 
7 9.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
Are you evaluated? 
RELATIVE ADJUSTED CUM 
ABSOLUTE FREO FREO FREO 
CATEGORY LABEL FREO (PCT) (PCT) (PCT) 
YES 66 88.0 90.4 90.4 
NO 6 8.0 8.2 98.6 
1 1.3 1.4 100.0 
2 2.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
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YES 66 88.0 100.0 100.0 
9 12.0 MISSING 100.0 














YES 48 64.0 73.8 73.8 
NO 17 22.7 26.2 100.0 
10 13.3 MISSING 100.0 














YES 46 61.3 70.6 70.8 
NO 19 25.3 29.2 100.0 
10 13.3 MISSING 100.0 
















36 48.0 55.4 55.4 
NO 
29 38.7 44.6 100.0 
10 13.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
9. Do you know how step increases and promotions are granted 













YES 16 21.3 22.2 22.2 
NO 56 74.7 77.8 100.0 
3 4.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
10. Do you know where the depository is for employees' 













YES 21 28.0 29.2 29.2 
NO 51 68.0 70.8 100.0 
3 4.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
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EMPLOYEE BENEFITS AND SERVICES 













( PCT 1 
NO 23 30.7 31.5 31.5 
YES 50 66.7 68.5 100.0 
2 2.7 MISSING 100.0 














NO 8 10.7 11.0 11.0 
YES b5 86.7 89.0 100.0 
2 2.7 MISSING 100.0 














NO 53 70.7 72.6 72.6 
YES 20 26.7 27.4 100.0 































RELATIVE ADJUSTED CUM 
FREO FREO FREO 
(PCT ) CPCT) CPCT) 
12.0 12.3 12.3 
85.3 87.7 100.0 




















24.0 24.7 24.7 
73.3 75.3 100.0 











12.0 12.3 12.3 
85.3 87.7 100.0 




ABSOLUTE FREO FREO 




NO 28 37.3 38.4 38.4 
YES 45 60.0 61.6 100.0 
2 2.7 MISSING 100.0 
TOTAL 75 100.0 100.0 













NO 42 56.0 58.3 58.3 
YES 30 40.0 41.7 100.0 
3 4.0 MISSING 100.0 














NO 39 52.0 54.2 54.2 
YES 33 44.0 45.8 100.0 
3 4.0 MISSING 100.0 















MO 65 86.7 90.3 90.3 
YES 7 9.3 9.7 100.0 
_ 3 4.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
12. 
13. 














YES 28 37.3 38.9 38.9 
NO 44 58.7 61.1 100.0 
3 4.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
Do you feel that the University makes adequate 
provisions for faculty and staff parking? 
RELATIVE ADJUSTED CUM 
ABSOLUTE FREQ FREQ FREQ 
CATEGORY LABEL FREO (PCT) (PCT) (PCT) 
ÏES 15 20.0 21.1 21.1 
NO 5b 74.7 78.9 100.0 
4 5.3 MISSING 100.0 
TOTAL 75 100.Q 100.0 
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YES 12 16.0 16.9 16.9 
NO 53 70.7 74.6 91.5 
6 8.0 8.5 100.0 
4 5.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
15. Does the University have an employee organization? 
ABSOLUTE 















62.7 68.1 68.1 
26.7 29.0 97.1 
2.7 2.9 100.0 
8 .U MISSING 100.0 
100.0 100.0 
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16. If the University has an employee organization does 
it include: 
employee representation concerning wages 
ABSOLUTE 














( PCT ) 
ADJUSTED 
FREO 




17.3 41.9 41.9 
24.0 58.1 100.0 











34.7 83.9 83.9 
6.7 lb. 1 100.0 
58.7 MISSING 100.0 
100.0 100.0 
• working conditions 
ABSOLUTE 














34.7 83.9 83.9 
6.7 16.1 100.0 




HEALTH AND SAFETY 






( PCT ) 
ADJUSTED 
FRE0 




YES 22 29.3 36.7 36.7 
NO 35 46.7 58.3 95.0 
3 4.0 5.0 100.0 
15 20.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
If yes, do they include : 













YES 5 8.0 66.7 66.7 
NO 2 2.7 22.2 88.9 
1 1.3 11.1 100.0 
66 88.0 MISSING 100.0 
TOTAL 75 100.0 100.0 
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fire escape plans 










YES 5 6.7 62.5 62.5 
NO 2 2.7 25.0 87.5 
1 1.3 12.5 100.0 
67 89.3 MISSING 100.0 
TOTAL 75 100.0 100.0 














2 2.7 25.0 25.0 
NO 5 6.7 62.5 87.5 
1 1.3 12.5 100.0 
67 89.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
19. Do you report unsafe working conditions to your 













YES 58 77.3 87.9 87.9 
NO 8 10.7 12.1 100.0 
9 12.0 MISSING 1 00.0 
TOTAL 75 100.0 100.0 
65 
GENERAL INFORMATION 








CATEGORY LABEL FREO CPCT) CPCT) CPCT) 
YES 13 17.3 17.8 17.8 
NO 59 78.7 80.8 98.6 
1 1.3 1.4 100.0 
2 2.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
21. What functions should be performed by a personnel office? 
recruitment 
ABSOLUTE 





RELATIVE ADJUSTED CUM 
FREO FREO FREO 
CPCT) (PCT) CPCT) 
30.7 32.9 32.9 
62.7 67.1 100.0 


















30.7 32.9 32.9 
62.7 67.1 100.0 














NO 17 22.7 24.3 24.3 
YES 53 70.7 75.7 100.0 
5 6.7 MISSING 100.0 
TOTAL 75 100.0 100.0 













NO 10 13.3 14.3 14.3 
YES 60 80.0 85.7 100.0 
5 6.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
training and educational programs 
1 RELATIVE ADJUSTED CUM 
ABSOLUTE FREO FREO FREO 
CATEGORY LABELi FREO (PCT) (PCT) (PCT) 
NO 25 33.3 35.7 35.7 
YES 45 60.0 64.3 100.0 
5 6.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
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( PCT ) 
ADJUSTED 
FREO 




NQ 20 26.7 28.6 28.6 
YES 50 66.7 71.4 100.0 
5 6.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
grievances 
ABSOLUTE 





















30.7 32.9 32.9 
62.7 67.1 100.0 











22.7 24.3 24.3 
70.7 75.7 100.0 
6.7 MISSING 100.0 
100.0 TOTAL 75 100.0 
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participation in disciplinary action 
ABSOLUTE 














( PCT ) 
ADJUSTED 
FREO 




40.0 42.9 42.9 
53.3 57.1 100.0 











20.0 21.4 21.4 
73.3 78.6 100.0 
6.7 MISSING 100.0 
100.0 100.0 
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22. Do you know how the department or unit you work in 















YES 64 85.3 90.1 90.1 
NO 7 9.3 9.9 100.0 
4 5.3 MISSING 100.0 
TOTAL 75 100.0 100.0 
Is the University promoting the 
your potential as an employee? 
full realization of 
RELATIVE 
ABSOLUTE FREO 







YES 19 25.3 28.4 28.4 
NO 48 64.0 71.6 100.0 
8 10.7 MISSING 100.0 
TOTAL 75 100.0 100.0 
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